
Formal Training Confirmation Letter for Employees

Subject: Confirmation of Training Attendance

Dear [Employee's Name],

This is to confirm your registration and attendance for the [Training Program Name] scheduled on

[Date] at [Time] at [Venue].  

Please arrive at least 15 minutes early and bring any required materials as instructed in the training

guide.  

We look forward to your participation and hope you gain valuable knowledge from this session.  

Sincerely,  

[Your Name]  

[Position]  

[Organization Name]

Get more templates here: https://www.lettersandtemplates.com/letters/training-confirmation-letter


